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REPORTING OF INFORMATION I

I belleve that the best approach we can make to this abhreviated cowrse
in reporting 1s, first, to tell you what we consider importent, why we con-
sider these few things important, and what we hope to do about them,

With no more ado, then, we consider the elements of besic composition to
be impeatant, elements which you studlied in grammer school and high school
butmhﬁlymtiawﬂsga-atdii‘thesethingsarefamili(:fcym,if;ym
pot these elaments to use sutometically, whenever you sit dm\ﬁn write, then

you have & major part of tho game here won already.

We have no intention here of teaching sytax, ete. We assume that you have
a working knowledce of this. We do place exphasis, for the purpose of this
sourse, on five general aremat Specifieity, objectivity, clarity, complete-
ness, and acourecy. I will speak morve particulerly about these foatures
lster,

4 second thing we conalder important is the heading of the report, per-
tieularly the evaluation and source deseription,

4 third thing we consider importent is the mesting of a deadline set for

-the completion of the report. As was explained to you this morning, the staff

will gueramiee that each report 1s returned to you before you begin & second
m,a&ﬁthatthmuﬁlbeamriﬁqneafthemcim;tm,ym:villmvm
the benefit ortixe carrections on ome befors you begin & subsequent exercise.
| Row I hope to make clear to you one important fact: This week is grisnta-
Eion;: the tine is nat enough for anything except orisntation. The scope, then,
will be limited. We will use for all of our work form 210-3, the form used in
reporting to headquarters from the field. We will be concerned only with
streight information report writing. We shall not concern curselves with re-

porting of operational date, Since we ‘assume that sveryone had Basic
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Griaﬂtat.ian, we shall not coneern ourselves with dissemination in the field
- or dissemination st Bsadquarters., We heve then one report form which we shall

use: Attactwent 4 of the bocklet, | NN STATINTL

STATINTL
O handbook will be _Ix: thie counnection I wish

to point out that durdng the first two days it would be wise to go through the

handbook go that before Reporting of Information II you may have questions forme
unlated concerning anything which is not clear that you may read. For this cone
nsction, also, I might say that these two lectures on reporting will be only

a dalﬂ;neatien of the naterial presented in this handbook.

Row, &8 to the reason that these elements are considered important - In
the first place, the report is the thing which gives the Intelligence Commmnity
the informatlon which they need. The report is the thing by which the memt;era
of the 1AC Agencles make their judgment of CIA, particularly in this instance,
the Clandestine Services. 'The“clandeatinaly procured report 1g frequently the
oze plece that £11ls a gap in the big imtelligence ploture which will determine
US policy.

Bepmuge of the use made of the report, then, emphasis is correctly placed
on the basic elements of composition, since a kmowledgs of these elements,
lsboriously learned, or bedly taught in our aghools, will certainly meke for
elarity ~ and without clarity any report is usslesa. Objectivity, apecifiecity,
‘seouracy, and completeness, are foatures that must be watched at sll times, since
& report lacking these things msy be of 1ittle walue. ,

The formal heading of the report ; the second thi% we emphasize, has been
set l'ﬁpA for & good purpose. A knowledge of the exect 53?;3 of information, the
exsot place yvhere it was procured, the exuct date of the report puts the infor-

mation within a frame of reference w bgv
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fitting this material into a mosale where extensive ryesearch hag been done and
where reports from othar agencles will provide & backdrop agsinst whieh owr
repert will be readj tims, tho time end the place, accuretely noted, ars im-
portant. It is obvious that the desoription of the sourece of the imformetion,
insiuding, in gunrded terms, his accese to the tarpet, his blas, his baskground,
ete,, w11 make more mesningful the materiel included; them, finelly, the pre-
Im:'y evaluation of the source end the preliminary appraisal of content will
ém:miaa for our customers how mush weight thia report should carry in their
éeliberations.

The ewpbagls we place on the deadline for the report has been explained.
¥We want you to benefii, wherever you cen, from corrections and sugpestions
vhich are made on your papere and in the oritigue,

Now far the Pinml introductory note: We are sware that the practice in
handling the writing of reports differs somewhat from division to division.

Since we osmmot adopt a1l of the prestices, and since the field instructions
sre sound, we shall adhere to the policies established in thess instructioms.
If they dissgree with the practice &s you know ii, we shall still, for this
one week, use the practice whish i{s outlined in the handbock.

To spproach the problem, then, lot's begin with the most elementary of all
of the principles of reportings who, what, when, vhere, how maoh, and how many.
You will note that yhy and ligy are not listed here. If we ask the gquestion
viy? very frequently we will be led into the trep of interpretation - and it
is not ouwr job aﬂayw writers to interpret; that is, we do not inject our
owm thonghts, »baliéfa, or prejudices, ghiagkiyaly is what we seek. What tock
plaee? Who was involved? Hhem did it happen? Where did 1%t happen, etc. -
Pirst, then, we want strict objectivity.
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Hov zuch and Low mapy sre the other two clements which will guide in writing.
Banbers, welght, dimensions, or any unit used in telling aboul an event or place
should be specific. Spagificity then iz an element, that we mmst constantly
keop in mind,

telling a2l that is essentisl to the reader of the report

is, of course, necessary - but there is & limitation here: We never include

in the information repurt any operationsl data. Remamber that even though this
report is edited in the field and at Headgquarters, it bas happenod ia the past
that reports whiech had been disseminated were found to have opermtiomal material
inolnded, Remember that the repoart is being disseninated to the IAC Agencles,
They have nc meed to know and are denied ocur operational mstarisl, Also in
gaining completeneas there may be 8 tendency to include too much. We would
wot inslude information that is overt and doesn'd belong in a G5 report -
umless 1t necessery to explain another pisce of informatiom in the repart.
Under the Mnﬁiﬁmﬁ stated, the necessity for explanation, overt material
w1l eppear, |

Slaxily 1s, of course, essential, since without clarity the wrong meaning
can be derived, Clarity reets on sn imtolligent use of the besie principles
of syntsx, We have to be slert to these principles constantly.

Acourecy iz & yusb, as oan be readily seen, If sny reporting is to be
meaningful, Lack of aceuracy may caunse a hig weste of money, but more important,
zay lead Yo formulation of foreign poliey whieh will backfire hsmuseﬁo:r migin.
famticn, . I

Some time ago I read the introductory sentence in & short story by = I bee

lieve it was Heminguway. It wont as follown: "I leansd againet tho bar, T
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a
m.m;}umm My hand was gone.® Now I believe here we have & semple

of reporting which is stylized but still is closer to the thing we zre losking
for then would be the following, selected &t randam from Thomes Wolfe: PI think
the true diseovery of Americe is before us, I think the true Mulfiliment of
maﬁdﬁ,nfmmple,ofmaigﬂy%imtﬂknﬁi&y&tam. I
think the true discovery of our democracy 1s still before us. 4nd I think that
all these things are as certaian ss the rorning, as inevitahle az noon, I think
I speek for moet men living when I say that our America is here, is now, and
beckons on before us, and that this glorious sssurance is not only our living
Mw,w&mmwﬁemﬁmﬂ

Now, the only point of these two quotations is that they both sre stylized,
they both ssy something, tut for our purpesss certainly the first approsches
mueh oloser ta_vhat-wa are stterpting, in a mumber of respects, than does the
istter., Notc that in the flrst thero are no adjectives (Repeat quote)., The
sentences are short, The langnage iz simple. There iz 2 direct sccount of
mthing that heppened. low eertainly it might well be that we went more ine
formation than i3 thers, we might need for cur business to know the name of the
bar, the famce at the bar where the protagonist stood, the calitre of the gua,
the mumber of people present, thelr nsmes, ete. We nﬁght want more specificity,
sbiestivity. (Can one be objective if he has just been shot?) Ve might went
2 more Meta report, olc.

I shall not labar this, other than to polnt out that in the second quota—
tion wo have language which is poetic, but which scrtainly lacks specifieity,
"Oor kmerica is here®™ What does 1t mean? Is it specific? Is it accurate?
Hbherg 18 here? "I think the true discovery of our democracy is still before us,
and I think that all things are as certain as the morning, as inevitable asz noon.”
He ph 10 ¥6tFF CHRWIDNSE"2091/0'3 /0221 AR ENRRS 178 362 4004100010062 - ing
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to another, is mmnly something that would be highly questionsble as far ss
speaificlity is concerned, The use of poetic similea, although 1t sounds gmd,
would be eliminsted in & veport. _

We oome then to besic principlest A report must de clear. 411 vagne or
Wmﬂmﬁmsmmm&mﬁ. Each sentence should have one mesning
and one meaning only. |

Ex, Xt The eivil pervents in the goversment are diesatisfied with

the now ministers, because they heve revclutiomery aims.
(Vbo bave these aims?—The ministers or the servents?)

Ex. 21 & f1eld of nines of undetermined size, (Which iz undeter-
, mined? The sise of the nines or the sims of the fleld?)

Bx. 3: The sudiense spplsuded John Jones, the shalrmsn of the ocme
mittes and the local organiser. (Did they applend 1, 2, or
3m?)
SEECIEICGIAT
General terms should be avoided. Choose terms that are specific, conarete,
factusl., Hole the progression from the genersl to the specific in the following:
, Bedan,] blaek 1949 Ford 4-door sedan.

would be far Prom specifie: %A1l floor space, heavy machinery, and other equlp-
ment is being utilized to the bdest advantage, and mroduction is at a eompars-
tively high level,”

Bow floor space
ek mhimry? lhgd other equipment?
Hox being utilized?

ms.s uemmtiwlyhigh level of production?

Dimensions, quantities, magnitudes. These should be stated as mntly as
possible, Vords like "long®, "large", "cheap”, “high" are useless. Thelr
comotetions vary according to the frame of reference.

How large, for instance, is & lgrgs class. Tem thousand dollars 18 a large
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s Lo me -~ but fs it & large sum 4o tho United States Treasury, Bing Crosby,
ar Jelson Rockefollar? |

& report which 15 clear and specific will, nevertheless, be of iitt:{a or
ne value unless it is slso acourste. Care should be taken thet all mumbers,
dimensions, statistice, and dates are coxrect. In the intarest of accursqy,
spproximate figures should be stated as such, '

hoouracy in estimating the size of & crowd is particulerly difficult.
It is said thet Tex Ricerd, when he was promoting fights, could laok over &
arowd of epproximately 10,000 and estimate the mmber almost oxactly. Most
ef us cannot do that; neither can we observe acourately a scene, room, or a
machine, You heve speelal training in this sort of thing, hut you ean do only
harm unless you know your limitations when you write your report.

The spelling of names, both of people and of places, is partieculerly im-
portant. It is knoun that a typlst changed ome letter in the name of & toum
in a rveport and cmused the death of an egent. Instead of dropping in to one
toun, the name of which differed in spelling from ancther by only ome lstier,
he dropped into the seeond towm and wme irmediately pleked up. Certainly the
Semate Investigating Cosmitieos proved during the past two yesrs thet not only
the spelling af a neme correctly, bubt also qualifying identification mast be
mede exactly or resl confusion will result.

Direct guotations should be avoided. It ia the rare parson who can repro-
duce ggaptly what has been said - and & change of wordimg could well make a
diatinet difference in meaning,
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" 4 yeport should contain allsglgnificant information mveilsble st the time
the repart is written,

Bo simple rule can be laid down as to yhat 1s sigmificant. Significance
ia&mxmlugﬁgbygmamm. ihatever the heading of a report may
be, facts, such as dstes, pla&&, nenes, and titles should appeer in the text,
m%mmmism&dingthamﬁwtdﬁm&e necegsery identifying in-
formation in the proper place £o glve meaning to & sentence or & paragraph
without reference to something which has gome before or will follow after the
statement.

Tha criterion of complstensss wil) sliminate from a report the type of
genoral stetement which appears to be factual, but is, in fect, umsupported
contluaion.

Bx. 1: The pessant's morale is low. (Svidence should be cited.
Specific indicents or Pacts should be glven.)

Bx. 2: The food situation is deteriorating: What is valioned?

What is swallable? If the reader hwe facts, he can é{mide for him-

gelf if the situation is deteriormting.

Mi&ammﬁﬁw in which 811 of us indulge in spealing and
writing. I refer to the use of the passive voles, which in itself is not
incorrect, but which can lead to misunderstanding and lack of completeness.

Ex, 1t 1% is believed that {who believes?) arrangemerts heve
besn completed (who completed them?) for the purchase of precision

Sfngtruments., _

t The informant belleves that Joseph Deosks has oom
plctad ngeamts for Haxrry Jemes to purchass preeision instruments.

Such expressions as "It is observed that,..” or "It is reported that..."
are worthless statemonts of the obvious and should be omitted. Almo thare is

& lack of clarity inherent in such statements.
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NEGATIVE INFORMATION

The fact that certain events did not happen or that certain elements
wore not present in a situation is frequently significant.

Ex. In the report of a riot or a mass meeting, the fsct that
acbody wore orchids would be irrelevant; but the fact that
wbody carried placards or banners might be sigaificent.

.

In making a report complete it is inevitable that come overt iaformation
will appeer.

Ex. If a report were to rention George Pansgoulos, he should be identified

25X1A as Chief of Montgomery County Police. This is overt information,

tut probebly not widely emough known to meke it something to omit
from the report; however, it is obvious that Dwight Eilsenhower, John
Foster Dulles, or Richard Nixon would need no further identification,
generally, to meke the report caomplets,

OBJECTIVITY .
- Reporting must be objective and factual. The emotions and feelings of
the reporter or editof do not belong ir & report, and must not be allowed to
eclor it. _
Gblectivity is feirly easy to atﬁain in such matters as the number of freight
eers pasaing through a certain junction. .It is diffienlt, however, in some
cages of reporting, where one is often dealing with emotions, states of mind,
‘and other intengibles. Everyone has some prejudices and they may appesr in a
report through phrasing or cholce of words,

Ex. 1: eloquent speads fanatical spesech
ptatoanen politician
firm obstinate
strategic withdrawal retreat

Ex. 2: M"Appeasement® is & good exmuple of & word which once had a

straightforvard meaning, but has reeently become emotionally
solored.
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Bx. 3t ¥ashington Post  Times Herald  Dally Worker
(headline) Trumen Rebukes Trumen Denmounced Macirthur
Maeirthar on for Macirthur Gag Spills Beans
Formosa Stend on Formoss
Flans; Belies
Tromsn
(Text) Truman directed Truman personnally The statement
Hachrthur to ordered MacArthur wes suppressed
vithirev a to withdraw a by Trumen,
statement, statement., .

Ex. 41 It may have been reported that s respesctsd minister of the
'~ gospel was seen &t a hotel on 8 ocertaln evening in the
ecompany of & lady, not hia wife, This fact may be completely
trus, btut the report will be grossly misleading if the
ministerts wife was alsc present and if the cccasion waa
a public meating to raize funds for the ehurch.

EABAGRAPHS

A& paragraph should be long enough to develop cne idea thoroughly.

Paragraphs should be arrenged aoccording to loglcel progression of one's
thinking.

Paragraphs usually run from fifty to three hundred and fifty words. They
do not usually exceed seventy five.

S8hort paregraphe are desirable, because they are easler o read.

- Sentences within a paragrsph should bear some relation to esach other,
Do not put unrslated thoughte into a single sentence. Do not make the structure
s0 complicated that the sentence 1s unclear or hard to read. Even though you
may got & choppy report, It is better thus than to have long sentences with much
subordination, Rambling, unclesr, lacking in ooordination.

Bx, 1: The building progsam underteken last year, which is under the
direction of John Doe, prominent architest, wss expeacted to be
finishad in time for use during the summer sesaon of 1954, and
although it now appears that this hope will not be fulfilled,
several interested groups have expressed an interest in renting
apace, the moast important being The American Alley Co., which
has branch offices throughout the East and whieh apparently
wishes to take over the entire strueture when it is fimished,
presunebly in the Spring of 1955,
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without progress or ssquence, The writer hes not deaidéai what one thing he
wighes to ssy in the sgentence. 7

Ex. 23 The police believe the Communists killed the prefect,
beosuse he wms beooming popular, for he was chesred
hy the people on 21 February, the day 21 trucks arrived
from Rowe, which the prefect was responsible for ob-
taining. o '
{Mitg: Yers is a sentence that 1z overloaded with a
manber of wrelated frots vhigh could hardly go into
& single paragrsph: The polige theory, the prefect's
inoreasing popularity, a demonstration ia his favor,
the miﬂ)tl of the trucks, the prefect!s responsibllity
for them,)

MORDS
Por effeetive commmication of faots and ideas in writing, the choice
of words should conform to current good usage. Correctness and clearness
oan be assured only by the use of words commonly understood end approved
of by ii%mt.a people.
| To be avoided:

Slang. The meaning is not exaotly defined or generally
mown, What, for example, is a "glmmiek™?

pg. Those are words or phrases which ars
m‘k&me in inforzal speech but are too insceurete or
wloss for formel writing, Example: "funny®” in the
sense of Yodd® or ¥ »

Goglrastions. Fxamples: wonldn't 3 csn't; don't; they'rs

Forelen g. Do not use such words ss "infra," "en passant,”
*modus vivendl," for which there are adequate English equiva-~
lemts, If & foreign word must be used, a translatlon shoul
be provided for the reader, :
Irita, hackooved phrases. The uss of worn-out expressions
destroys the ef'fectiveness of the text. Exawmples: -checkered
eareer; doomed to disappeintment; consensus of opinion;
motley orowd; feverish hastes untiring afferts

Iocss, ganernlized yords. Fxamples: thing, facter, proposition
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REERS

Rumors are seldom of significance and should mot be reported, unless
‘they are of such importance that the mere fact of their existence is itself
an item of information. A rumor,for example, regardless of whether or not it
is true, to the offect that Argentim is concentrsting troops for an invasion
of Chile may, if it is ciroulated widely and believed, so affect Chilean
politics, economics, and military activities that the rumor itself is a
reportable item of informetion. Some rumors, even though not widely believed
or cireulated, still may be reportable if they are indicative of the propa-
ganda activities of e foreign govermment or group.

SEINIONS
The opinions of most people are of no signifieance and are not worth
roporting. An epinion, however, expressed by the chiel of govermment of a
great power, on a subject of importance, mli;f vill be a raportgble item of
information, regardless of the accuracy of the opinion, because the faet that
he holds this opinion mey have a bearing on future events.

A. Are you saying only what is necessary to make your report complete?
Ex. Dear Senator Stromg:

Reference is made to your letter of February 18, 1949, trans-
mitting coples of medical certificates from Heligrad physicisans
in respect to the physical condition of Dr. Giulle Gelle, who
is an applicant for an immigration visa at the American Embessy,

Heligrad, Heligaria.

It is noted that both you and Dr. Gello are desirous of having
the chest I-rey films forwarded to the Public Health Service
here in Washington for interpretation and sdvice as to the ap-
propriste certification in comnectlon with Dr. Gello's applice-
tion for an immigration visa,
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Please be mdvimed that I am thias day informing the Chief, Visa
Division, Department of State that this office will be pleased
to review the chegt Z-ray films in the cams of Dr. Gello and
advise whether a class "A" or & class "B* medieal certificste
wenld be appropriate in connection with his applicetion for an
Isedgration visa.

This might well be cut down from more than 140 words to 75, with
added clarity when the clutter of words is removed:

We shall be glad to review the chest X-rays im the case of Dr.
Giulio Gello as an applicant for an immigretion visa st our
oumbassy in Heligrad, Heligaris. On our check of the XI-rays,

slong with the medicel certificates you encloged with your let-
ter of February 18, we can advise the State Department as to
whother Dr, Gello should get & class A or class B medical cer-
tificate, I am writing to this effect to the Chief, Visa Division.

B, Do you write groups of words vhere one word will serve?

of the order of magnitude of.,ieerssccrnrssactbout
Tor the parpose Of ceranwessnnsnvosvrecsvnoerrslOF
in the nature Of.sevscsssrerrsrasasscossnssrslike
‘l‘% t'he linﬁs Of"'"."'.."‘."“"...".'""like
P?."im' ‘bﬂg.,uau-..-.n.nnn."“uu..u..\.b&fm
V mbﬁmﬂt tﬁ“"'I.(..’..‘i."’."""ﬂ'.'...‘.‘.""&w
in ﬂgmctian with'attw-t-vioQv_tﬁvtc-luuuiioi’wg in; fOr; sbe.
_ {give the connection)
with ﬂapeﬂ't tﬁ..uun-."-...u".....n..na.'bﬂtit, in, ete,
ﬁ% rafme ta’."”..'."".‘.""‘.‘.'.f"“am
ﬁth reg“d to"’l.‘..-.'.""""'.’f"""."amt>
oo the bagis Qf.uoo-nanuq;;*rnvtcia:idwr.so.gitﬁ; mm, ate,
in a0co2dance Withecieessveosrssnssvisesncns sty
on the occaslon qu..-aa-ob}.a.v.a.oou'.ao-oooctwhﬁn, on
in the svent thﬁtﬂ.ancocobi-uﬂtc_ootsé-ooo-ccbif
in the 0250 Ofeesesenrncrssvestnsvrinssssnassi!l
ia *Ii@u Gf the fact ‘hhﬂ‘h..'....,".uu.u..‘Sinﬂa, b&e&use
for the reason thattry*-c'_nctnctwottyﬁccaoc--tcﬁim
gith a ﬁw ‘hatag-oothcaloucv-h'titnﬂﬁcooci‘gtto
dﬁspite the fact tmt'-n.“,-..a.nu.c”.nthough

C. Do you use extra words which can be sgueezed out?

Ebu spe advisged that the schedule should be sent diwesddy to this
office se promptly we peseible.

Jour atbonbion 16 dimestod 4o section 7 wiieh says . . .
Attached fheme 15 eond 36 yFou £o» guidence and inforsatien
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Enclosed hewewith . . . Attached herebe (Where else would it be
sttached?)

ELANELRG

A, Knov exeotly why youfre writing,

B.  Put yourself in the place of your reader.

C. Meke & mentsl or written cutlins,

D. Tell the reader what it's about,
Suppose an elevator starts st the first floor vith six
pepsengers, and stops at the next floor vhere four people
get out and two get onj it eontinves upward to the next floor
where throe get on and no ome gets off, but at the follow

ing floor two get off, at the next floor two get on and
tbrea get aﬂ’._

Sgying grace: Ve are in recelipt of your favors of recent date and wish to
sdvise that we are fully appreciative of same. THoping to

merit your contimied courtesy we remain ...,
S8incarely yours -

Figal ~—
A fresh-out-of-school newspaper reporter was inatructed by the editor
%0 never stste anything as a i’acfh that he could not verify from personal know-
ledge.
Sent ocut to cover an important accial event scon afterward, he turned in
the following storys A
“A woman giving the name of Mrs. Roscoe Astwbﬁt, who is
to be one of the society lesders of the city, is
uid to have given what 1s purported to be a party yesterday

for a mmber of alleged ladies. The hostess claime to be
the wife of a reputed sttormey.”
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